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A. INTRODUCTION 



PURPOSE OF THIS MANUAL  
 
 
 
 
 

The purpose of this manual is to assist all Local Public Agencies (LPA’s) with the 

submittal of their invoicing package when requesting reimbursement on federally 

funded projects. All invoicing packages are required to be submitted  in a timely 

manner to the oversight agency, the Mississippi Department of Transportation, 

for review and reimbursement of funds. This invoicing manual will provide the 

LPA with step by step instructions of the documentation required when 

requesting reimbursement on federally funded projects.  Example invoicing 

packages are provided in this manual as a guide to assist the LPA when requesting 

reimbursement on contract specific projects.  



B. PRELIMINARY ENGINEERING 
INVOICING PACKAGE  



INSTRUCTIONS 
 
 

I. MDOT creates CSU-001 and e-mails it to the LPA/Consultant after NTP and 
executed Contract is received by MDOT; 
 

II. Consultant’s project manager signs CSU-001 and forwards a complete copy 
of the Invoice Package to the LPA; 
 

III. LPA Reviews Invoice Package, if appropriate, Chief Administrative Official 
(CAO) signs CSU-001; 
 

IV. LPA pays the Consultant prior to MDOT reimbursement; 
 

V. LPA submits to MDOT “LPA Invoice Package” digitally at 
lpainvoice@mdot.ms.gov; 
 

VI. MDOT reviews billing, if appropriate, processes invoice; and 
 

VII. MDOT CSU will sign and send copy of the invoice to the LPA.  

 



EXAMPLE – CSU-001  

THIS CSU-001 FORM IS AN EXCEL SPREADSHEET WITH PERTINENT FINANCIAL CODING AND IS PROJECT SPECIFIC.  



EXAMPLE - INVOICE  
THE INVOICE SHOULD BE FORMATTED IN ACCORDANCE WITH THE EXHIBIT 4 IN THE CONTRACT.  



EXAMPLE – BILLING BACK-UP  
THE LPA/CONSULTANT MUST PROVIDE TIMESHEETS AND/OR BILLING BACKUP TO SUPPORT THE HOURS BILLED ON THE 

PROJECT.  



EXAMPLE – TIMESHEET 
THE LPA/CONSULTANT MUST PROVIDE TIMESHEETS AND/OR BILLING BACKUP TO SUPPORT THE HOURS BILLED ON THE 

PROJECT.  



EXAMPLE – RECEIPT / MILEAGE LOG  

THE LPA/CONSULTANT MUST PROVIDE ALL SUPPORTING DOCUMENTATION FOR DIRECT COSTS BILLED TO THE PROJECT.  



EXAMPLE - CHECK 

PROVIDE A COPY OF THE CHECK MADE PAYABLE TO THE CONSULTANT. 



CHECKLIST 
 

 

 Package includes (1) complete copy of all documentation; 
                    
 Original signed CSU-001; 
  
 CSU-001 formulas and codes have not been altered; 

 
 Original current Consultant invoice; 

 
 All supporting documentation for payment of the invoice (i.e. billing back 

up, timesheets, hotel  receipts,  mileage  logs, and  all  other  information  
indicated  in  the Contract); 
 

 Proof of payment; 
 

 Subconsultant(s) Invoice (Providing the same information and in the same 
format as the prime consultant); and    
 

 The hours or services billed are on or after the Notice to Proceed date. 
 



C. CONSTRUCTION ENGINEERING & 
INSPECTION INVOICING PACKAGE 



INSTRUCTIONS 
 
 

I. MDOT creates LPA-001 and e-mails it to the LPA/Consultant after NTP and 
executed Contract is received by MDOT; 
 

II. Consultant’s project manager signs CSU-001 and forwards a complete 
copy of the Invoice Package to the LPA; 
 

III. LPA Reviews Invoice Package, if appropriate, Chief Administrative Official 
(CAO)  signs LPA-001; 
 

IV. LPA pays the Consultant prior to MDOT reimbursement; 
 

V. LPA submits to MDOT “LPA Invoice Package” digitally at 
lpainvoice@mdot.ms.gov; 
 

VI. MDOT reviews billing, if appropriate, processes invoice; and 
 

VII. MDOT CSU will sign and send copy of the invoice to the LPA.  
 



EXAMPLE – LPA-001 

THIS CSU-001 FORM IS AN EXCEL SPREADSHEET WITH PERTINENT FINANCIAL CODING AND IS PROJECT SPECIFIC.  



EXAMPLE - INVOICE 
THE INVOICE SHOULD BE FORMATTED IN ACCORDANCE WITH THE EXHIBIT 4 IN THE CONTRACT.  



EXAMPLE – BILLING BACK-UP 
THE LPA/CONSULTANT MUST PROVIDE TIMESHEETS AND/OR BILLING BACKUP TO SUPPORT THE HOURS BILLED ON THE 

PROJECT.  



EXAMPLE – TIMESHEET 

THE LPA/CONSULTANT MUST PROVIDE TIMESHEETS AND/OR BILLING BACKUP TO SUPPORT THE HOURS BILLED ON THE 

PROJECT.  



EXAMPLE – RECEIPT / MILEAGE LOG  

THE LPA/CONSULTANT MUST PROVIDE ALL SUPPORTING DOCUMENTATION FOR DIRECT COSTS BILLED TO THE PROJECT.  



EXAMPLE - CHECK 

PROVIDE A COPY OF THE CHECK MADE PAYABLE TO THE CONSULTANT. 



CHECKLIST 
 
 Package includes (1) complete copy of all documentation;  
                    
 Original signed LPA-001;  
 
 LPA-001 formulas and codes have not been altered; 
 
 Original current Consultant invoice; 
 
 All supporting documentation for payment of the invoice (i.e. billing back up, 

timesheets, hotel  receipts,  mileage  logs, and  all  other  information  
indicated  in  the Contract); 

 
 Proof of payment; 
 
 Subconsultant(s) Invoice (Providing the same information and in the same 

format as the prime consultant);  
   
 The hours or services billed are on or after the Notice to Proceed date; and 
 
 Rates and Classifications match thru out the Contract. 
 



D. FINAL INVOICING PACKAGE  



INSTRUCTIONS 
 

 

  

I. Consultant’s project manager signs CSU-001/LPA-001 marked “FINAL” and 
forwards a complete copy of the Invoice Package to the LPA; 
 

II. LPA Reviews “LPA FINAL Invoice Package”, if appropriate, Chief Administrative 
Official (CAO) signs CSU-001/LPA-001; 
 

III. LPA pays the Consultant prior to MDOT reimbursement; 
 

IV. LPA submits to MDOT “LPA FINAL Invoice Package” digitally at 
lpainvoice@mdot.ms.gov; 
 

V. MDOT reviews billing, if appropriate, processes invoice; and 
 

VI. MDOT CSU will sign and send copy of the invoice to the LPA.  
 

 

 

 



EXAMPLE – CSU-001  

THIS CSU-001 FORM IS AN EXCEL SPREADSHEET WITH PERTINENT FINANCIAL CODING AND IS PROJECT SPECIFIC.  



EXAMPLE – FINAL INVOICE  
THE INVOICE SHOULD BE FORMATTED IN ACCORDANCE WITH THE EXHIBIT 4 IN THE CONTRACT.  

FINAL FINAL 



CHECKLIST 
 

 Package includes (1) complete copy of all documentation; 
                    
 Original signed CSU-001/LPA-001; 
  
 CSU-001/LPA-001 formulas and codes have not been altered; 

 
 Original current Consultant invoice; 

 
 All supporting documentation for payment of the invoice (i.e. billing back 

up, timesheets, hotel  receipts,  mileage  logs, and  all  other  information  
indicated  in  the Contract); 
 

 Proof of payment; 
 

 Subconsultant(s) Invoice (Providing the same information and in the same 
format as the prime consultant);    
 

 The hours or services billed are on or after the Notice to Proceed date; and 
 

 The word “FINAL” is indicated on the Consultant invoice and CSU-001/LPA-
001. 


